Quick Reference Guide:

Spring Career and
Technical
Education

This guide will help districts
identify the 12-13 CTE
Concentrators and enter the Area
of Concentration.

Topics included in this Quick
Reference Guide include:

e Identifying CTE
Concentrators

e Entering Area of
Concentration

e Entering Single Parent
information
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The Spring Career and Technical Education
(CTE) Data collection identifies those
students in grade 12 who have completed

X

/3\

(or will complete) 3 credits (6 semesters)
of CTE coursework in any program
combination. This data is collected as part
of a district's Carl Perkins grant
requirement.

CTE credits may have been earned at
another high school. It may be necessary

to review transcripts for prior coursework.

Data must be entered by April 26, 2013.

Before beginning this process, consider the following:

1. Which students do | need to enter data for?

e Students are identified as CTE Concentrators in the spring of
their senior year. Students must be in grade 12 and have
completed (or will complete) 3 credits (6 semesters) of CTE
coursework in any program combination. See page 2

2. Is Area of Concentration or Career Path required?
e Area of Concentration is still required for the 12-13 year. Career
Path is optional. See page 3
3. Dol need to enter Tech Prep and Non Traditional Enrollees?
e No, these fields are no longer required. See page 3
4. What does Student is a Single Parent mean?

e Student is a Single Parent should only be checked if the student

has a child or shares parenting of a child. See page 3
5. Canlupload the data or does it have to be hand entered?

e Districts may upload their Spring CTE data or enter it by hand.

See page 4
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DIRECT ENTRY

Select Year 12-13 and a
High School.

Click the Search tab.
Search for a: Student.
Click Advanced Search.

Choose Grade 12 from
the Student Search.

Click Search.

Cascade High School -

Year 12-13 = School
Index Search | Help

Search for a:
Student -

Advanced Search ==

Search Results: 34 -

1Z Aldean, Jason
12 Allen, Gary #3
12 Barry, White |
12 Bentley, Dierks
12 Black, Clint #1
1Z Brooks, Kix
12 Brown, Zac #70
12 Bryan, Luke #13
1Z Carter, June #17
12 cash, Johnny #1
12 Chesney, Kennet
12 Church, Eric [07
1Z Coe, David A #

12 Haggard, Merle 1
12 Harris, Emmylou #31 [10/27/2001

Search for a record being tracked in Campus by using search fields or by selectin
context other than the current (Example: A student filter cannot be applied to a Cel
“fou may search schoolkwide.

Student Search

Last Name

First Name
Student Number
SSN

Grade

&7 Uate
Gender

StatelD

Person ID
Locker Number

Special Ed

12 -

Status
Setting
Disability

Spears, Brittany
Grade12 DOB:08/06/1994 GenderF

| Emehavior | Gr

P 12-13 Cascade High School

B 1" P

11-12 Cascade High School

| LifadHoc Letters | Records Transfer |

:J.‘;umnmarvl Enrollments | ﬂs:l.ednle‘ -:Q:-Attendancq Flags | [*Grades | Transcript | Credit Summary |
& save ¥ Delete <= Print Enroliment History | ] New [ ] New Enroliment History
Enroliment Editor

(Edt[Grade Type Calncar  ________|starDate End Date
E 12

08/29/2012
083172011

8 General Enroliment Information

Calendar Schedule (read only)
12-13 Cascade High School Main -

*Start Date Mo Show  End Date
08/2012012 73| (| |
*Start Status

02: Continued enrolment same school, no interruption

Start Comments

*Grade Class Rank Exclude
12 -
End Action *Service Type
- P Primary -
End Status

Dropout Reason

End Comments

e

Select the student from the list
on the left.

Click the Enrollments tab.

Open the grade 12 enrollment
record by clicking on the Edit
Notepad icon.

All 12" grade students enrolled in the 12-13 school year that meet the requirements for a CTE
Concentrator should have data entered, even if they are no longer actively enrolled (including Early

Graduates).
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Optional
Sort By

Scroll down to the CTE Concentrator

B CTE Concentrator SeCtIO n
CTE Concentrater  (Student has earned 3 units of CTE credit (6 semester), and is considered a CTE concentrator. ) °

Smﬂ is @ Single Parent

T Open the section by clicking on the
Avrea of Concentration Career Path .
- - plus (+) sign.
FPost Graduation Status Date Contacted
- i3]

If the student meets the criteria for a

CTE Concentrator, check the box and

indicate the Area of Concentration. A 8 CTE Concentrator
CTE Concentrator | (Student has earned 3 units of CTE credit (6 semester), and is considered a CTE concentrator.)

student's Area of Concentration is the
Student is a Single Parent
Area of Concentration Career Path

17: Health Sciences - -
Feoat-r iemrStattsr Date Contacted

- =

program in which the identifiable

majority of CTE classes are taken. If

there is no way to determine a clear
majority, only then should the "blend"
option be used.

If the student has a child or shares
parenting of a child, check the Student
is Single Parent box.

Click Save. Repeat for all CTE
Concentrators.

The Area of Concentration reflects the courses the student is or has completed in high school,
not necessarily the field or career path they intend to pursue after high school.

The Area of Concentration is required for all CTE Concentrators. Career Path is still not a required field
for the 12-13 year.
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“ear 12-13

+ School Cascade High School

FILE UPLOAD

Extract the CTE Spring Collection file
from your Student Information

System.
Index | Search | Help State Data Import
:ﬁ System Administrator Select an option under "ImpurtT.ype" to specify which record t}rpe you are uploading ”If the file you upload contains
7] Iﬁl Student nformation more than one type of record, (i.e. SD and EN records) select "Multiple Record Types”. From the Index' Select MT state
+ £ Instruction
Select an option under "Work To Perform™ to indicate how the file should be processed. There are 3 options: -
- @3 Census 1. Validate and Test File - Only error checking will be performed on the file. A summary report will be generated Reportlng/MT Data Upload.
* é Behavior identifying any errors that were found. No data is imported under this option
+ ﬁ‘ Health 2. Load Partial File - Data from the file will add to or update the current student record in the Al system.
+ -:L',li— Attendance A summary report will be generated indicating the number of records that were inserted or changed. This option
= g Scheduling should be used when updating the information on a partial list of students. From the Import Type' Select Career
+ [/ Grading & Standards 3. Load Complete File - CAUTION Data imported from this file will replace all existing data of this type. &
summary report will be generated indicating the number of records that were changed or deleted. This option is . .
* D Programs . useful for deleting any data that was previously entered and replacing it with the contents of the upleaded file. and TeChnlcaI Educatlon- From
2 -[%‘“’ Hoc Reporting 4. Student Demographics - Field 11 (Race/Ethnicity) has been changed to a filer field and data in this fied will K f | lid
+ User Communication no longer be imported. ‘A' H
+ [:]Assessment 5. Student Enrollments - Field 15 (Mo Show) has been changed to a filer field and data in this filed will no or to Per orm' se eCt Va I ate
+ ﬁ‘ System Administration longer be imported . .
# (O] FRAN 6. Program Participation - Fields 09,10,11, and 12 (Free/Reduced Lunch, SFED Status, Part B Start Date, Part B and Test File. Browse for your file
5] D Messenger End Date) have been changed to filler fields and data in these fields wil no longer be imported. As a result field
— . 13 (Section 504) no longer has a validation and either % or N will be imported. H
D ”T Stats Reporiing 7. Career and Technical Education - Fields 10,11, and 14 (Tech Prep Participant, Non Traditional Enrollee, and a n d CIICk Upload'
|Z T Data Career Path) have been changed to filer fields and data in these fields will no lenger be imported.
MT Extracts
[4 Account Settings
[ Access Log Check the Import Results Summary
f‘ Campus Community Import Options
& Log o1t for errors. Make all necessary
Import Type Career and Technical Education
Workto Perform  vajidate and Test File ~ corrections.
L3 C:\Users\cpd243 STATE\Deskiop\Cascade. test_fies\Cas
ar
— Return to the MT Data Upload and
FELAE 02/15/2013 10:04:02 (COMPLETE} -
change the Work to Perform to

A CTE Spring Collection file can also be
Created using MT Extracts' Index | Search | Help

] a Instruction formats

From the Index, select MT State @ Census

. = £ Benavior Extract Options Select Calendars

RepOl‘tlng/MT EXtraCtS. E -\#“ Health ~__ \Which calendar(s} would you like to include in the report?
&3 523:2::;::; e Ll Care<r and Technical Education Jig © active year list by school list by year
* ) Format State Format(TSV)

. . + 2% Grading & Standards .

Choose Career and Technical Education & () Programs %13 Cascade 75

5 Ad Hoc Reporng

from the Extract Type and CSV from

Format.

Select the High School(s) and click
Generate Extract.

Load Partial File.

Click Upload.

Year 12-13

~ School Cascade High School

:Q System Administrator
= (¥ Student Information

This tool will extract data to complete several formats of the MT State-defined reporting formats. Choose the State
Format to get the file in the state defined tab seperated file format, otherwise choose one of the testing/debugging

/] User Communication

& [ Assessment

+ l'_“&‘ System Administration

[ FRAM

] Messenger

=) [Z] MT State Reporting
[ MT Data Upload

ts

[% Account Settings

_] Access Log

ﬂ Campus Community

[@] Log Off

12-12 Cascade School
12-13 Kindergarten
Cascade School 12-13

Spring CTE

February 2013

Achievement
+* = | inMontana .

.

Office of Public Instruction

Dinise furnass, Stabs Superintendent

Collection

- P




—

Delete the first two rows (rows 1 and 2). Sort the spreadsheet if desired.

Enter a "Y" in the CTE Concentrator field for all CTE Concentrators. If the student is a single parent, enter

a"Y" in column L. Enter the student's Area of Concentration (column M).

Delete the first row (containing the column headings). Format columns B and C, District and School code,

to four digits (highlight column, right click, Format Cells, Custom — in the general field, enter 000# and
click OK). Format column M, Area of Concentration, to two digits (highlight column, right click, Format

Cells, Custom —in the general field, enter 0# and click OK). Save the file as a Text (Tab delimited) (*.txt)

file.

Open the file using Notepad or WordPad. Place the cursor at the beginning of the first data row and click

enter. Return your cursor to the blank line and enter the header row (HD tab Date (format mm/dd/yyyy)
tab Time (format 00:00:00) tab MT9.1). Click Save and follow the upload instructions above.

2cr
ajcr
dcr
s lcr
6 cT
7 cr
8 cT
g cT
10icT
ijcT
127
13T
14T
15 T
16 CT
17 |CT
18T
18 cT
a0/ cT
T
aalcT
23T
M T
2 |cT
25 CT
77
(T
8 cT
30 cT
anjcT
azlcr
ncr
34 |cT
35 7
36 CT
ar|cT
a8 lct
»cr

1  RecordTyp DistrictNu Schoaldui Calendarh StatelD
0 157 2 Sa0maxiay
0 157 2 12534190
IR0 157 1 6711841
e 157 2 NE0espa
280 157 1 4AATIT1IN
&0 157 1 50006504
el 157 2 STOTI083s
80 157 2 155352020
B0 157 2 GAISSRIS3
0 157 2 REOS2TeS
80 157 2 5TMzzI22
10 157 1 120654681
0 157 2 JE0ISM0S0
80 157 2 GTEIES0M
&0 157 1 TIeR1M
0 157 2 900035287
0 157 2 583480560
10 157 2 474152495
=0 157 2 154122038
0 157 2 157143314
&0 157 1 54T5R6096
0 157 2 SE1ea6232
80 157 2 TTIE068E
&0 157 1 TiTIE3101
=0 157 2 455119681
b 157 2 123741881
180 157 2 8TTILITTT
=0 157 2 MOT242863
280 157 2 TS0856357
180 157 1 ITATITSE3
ol 157 2 EHE5LETNG
280 157 2 BAAAE2610
180 157 1 413713443
=0 157 2 gh124m318
280 157 2 384800181
180 157 7 I0GE069
Pl 157 2 839335275
280 157 2 205240689

3 513050850

A0 |CT 80 157
Mode M| CT_D280_02242001(1) . %3

—

—

1

Localin

—— =
Lastame
adamg
Arthar
Buchanan
Bush
Bush
Carter
Cleveland
Clinten
Coalidge
Custls
Esenhower
Fillmare
Eord
Gartield
Grant
Harding
Haerisan
Hayas
Hoes

Hacver

Kennedy
Koetright
Lirteln
Madison
Mckinley
Menroe

Nixon

Obama

Plerce

Poilk
Quincy-Adams
Reagan
PRobards
Fopseveli

—
Firsthame
John
Chester
Jaems
George
George Herbert
James
Grover
Williarm
Calvin
Martha
Dwight
Millard
Gerald
Jarmes
Uilysses
Warren
Williarn
Rutherford
Hanrah
Herbert
Andrew
Thomas
Andrew
Louisa
Lyndan
Joha
Elizabeth
Abraham
Jarmes
William
Jarmes
Richard
Barack
Frankhin
James
lohn
Ronald
Rachel
Franklin_

de a0 [Refie o)
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]

(e

Type the nursber format cods, using one of the existing codes a5 & starting pont

i
2011
011
011
Pt
011
011
2011
011
2011
o
011
011
2011
011
011

The Career and Technical Education Template is available on the OPI AIM Webpage. Save the

template to a location of your choice, then open the template.

Enter the data and follow the instructions above to format/save the file.

Upload the file using the instructions from page 4.

February 2013

[ 4] A B c D E F G H | J K L M N 0 P Q
1 DELETE rows 1, 2, and 3 prior to saving as a text{tab delimited) file.
2 Field 1 Field 2 Field 3 Figld 4 Field 5 Field 6 Field 7 Field 8 Field 9 Field 10 Field 11 Field 12 Field 13 Figld 14 Field 15 Field 16 Field 17
. . . N Student Post
Record | District | School | Calendar | Student's | Student's | Last First CTE Filler Filler Single Area of Filler Date Graduation Year
Type (CT) | Number | Number | Number | StatelD | Local D Name Name | Concentrator C
3 Parent Status.
4
5
6
7
8
\
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RE-SYNC DATA
Set the Year to 12-13.

From the Index, expand System
Administration and Data Utilities.
Select Resync State Data.

Check the box for Enrollment other
fields will automatically check).

Click Send Resync.

Resync Data For The Current School Year (2009-2010)
[#] check dependencies
(] Last Resyne Results Siatus
O i District 01/17/2011 18:17:59 | Processed: 1 Errors: 0 | (O
0 = ReportingEnty 0111742011 18:18:00 | Processed: 316 Errors: 0| ()
0 =1 Sehool 01/17/2011 18:18:00 | Processed: 3Emors:0 | ()
0 = Calendar 01/17/2011 18:18:00 | Processed: 3Emors:0 | O
0 CourseSection 08/08/2010 13:10:47  Processed: 0Emors:0 | )
0 51 ScheduleStructure 01117/2011 18:18:01 | Processed: 3Emors:0 |
O Day 0810612010 13:10:47 | Processed: 278 Emors: 0| ()
O = StructureGrageLevel 0111772011 18:18:01 | Processed: 3Emors:0 | O
D =] Personidentity 01M7i2011 18:18:01 | Processed: 376 Errors: 0 O
0 Behavior 08/06/2010 13:10:47  Processed: 0Emors:0 | ()
0 CensusContactSummary | 08/06/2010 13:10:47 | Processed: 37 Emors: 0 | ()
0 ContactLog 08/06/2010 13:10:47  Processed: 1 Emors:0 | )
0 Employment 08/06/2010 13:10:47 | Processed: 13 Emors: 0 | )
0 EmploymentAssignment | 08/06/2010 13:10:47| Processed: 0 Emors: 33 | @
O EmploymentBackground | 08/06/2010 13:10:47 | Processed: 0Emrors: 0 | (O
O EmploymentCredential 08/06/2010 13:10:47  Processed: 0Emors:0 | O
0 =) Enroliment 08/06/2010 13:10:47  Processed: 366 Errors: 0| ()

\ " .
T Appendix M:
el . r
o Area Of Concentration
CODE NAME DEFINITION
01 Agriculture The majority of the CTE credits were earned in the study of Agriculture.
07 Business The majority of the CTE credits were earned in the study of Business.
20 Family and Consumer The majority of the CTE credits were earned in the study of Family and
Sciences Consumer Sciences.
17 Health Sciences The majority of the CTE credits were earned in the study of Health Sciences.
08 Marketing The majority of the CTE credits were earned in the study of Marketing.
21 Technology The majority of the CTE credits were earned in the study of Technology
Educ/Industrial Arts Educational/Industrial Arts.
40 Trade and Industrial The majority of the CTE credits were earned in the study of Trade and
Industry.
CTE credits were earned in a blend of the other CTE concentrations.
60 Blend . L .
*Only used if a majority cannot be determined

ALL AREA OF CONCENTRATION CODES REQUIRE ZERO PADDING
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